Instructions for Program Reporting
Reports Due September 15th,2016
NOTE:  YOU SHOULD SUBMIT PY2015 (July1, 2015-June 30, 2016) REPORT BY EMAIL TO AGNES QUINONES:  Agnes.Quinones@ct.gov 

Because the YSBs deliver such a wide range of programs, separate reporting requirements have been developed for two different program categories that have been designated as Tier 1 and Tier 2.  

Tier 1 Programs:  There are two categories of Tier 1 programs: Short-term/small group programs lasting less than 20 hours and large group events or series of events.  For the short-term/small group programs there may be a registration form on which name and some personal characteristics are collected.  The large group programs often have no registration or if they do it is only a sign-in sheet with no information required from participants other than name.  Many of these large group programs are one-time events or are part of a short series that take place on 2, 3 or 4 occasions. 
Tier 2 Programs:  Programs in Tier 2 generally last 20 hours or more.  While the information gathered for Tier 1 small group and Tier 2 activities may be similar (including the use of the client survey forms), only Tier 2 programs will be matched to school data to determine what measureable effect these programs may have on school success. The exception to the minimum 20-hour standard is that a YSB director may choose to shift a Tier 1 program to Tier 2 even if the program runs for less than 20 hours.  Such programs would be included in Tier 2 if the YSB feels the program activities are designed to intentionally contribute to a young person’s success in school (e.g., improved attendance, better grades, greater likelihood of advancement to next grade).  

It should be noted that individual records for mental health programs are not included in the description of Tier 1 or Tier 2.  Mental health records are subject to HIPPA rules and must be handled differently as outlined below.  

Direct Service Collaborator Report

Instructions for the Direct Service Collaborator Report. These instructions are included at the top of the Excel form, see tab picture below.  The main consideration is that the Collaborator Report’s purpose is to record the number of agencies with which you collaborate not the number of programs in which collaboration occurs or the number of collaborative meetings you have with an agency.
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Financial Summary

Instructions for the “Financial Summary” information.  The financial summary sheet closely follows the way the financial reporting is laid out in the grant. 
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On the first line you indicate the amount of the SDE Grant.  The Municipal Match which is a one-for-one match is automatically recorded in line two.  On line 6 indicate all other municipal funds you receive by subtracting the SDE grant and the match from the total you receive from the municipality(ies) (subtract line “a” from line “b” on your YSB Profile.  On line 7 enter total state and federal funds; on line 8 enter the total of all private or foundation grant dollars; on line 9 enter total donations, and on line 10 enter all dollars from fundraising. The spread sheet will calculate the rest until you come to information about Tier 1 and 2 measurement and total collaborators.  On line 21 enter the total number of programs you have run this year.  Lines 20 and 23 will calculate themselves.  Finally, line 24 will auto fill from the Collaborator report on the previous tab.

Tier 1 – Direct Services Report

Instructions for Direct Services.  (Tier 1 – Direct Services Report—see image of tabs below)
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In the first section of this report for Tier ONE:  PROGRAMS LASTING LESS THAN 20 HOURS, please list the total number of events held for each event type and the total number of attendees for each of the program types listed.  For example, if you have five substance abuse prevention classes with 20 participants in each of the classes during the year, you would enter 5 in the first column to the right of the program type and enter 100 in the next column for # of Participants (this is a duplicated count).   If you use the Excel spread sheet the totals for events and participants will automatically total in the final row for this section, otherwise you should total the #  of Events and the # of Participants yourself.  Note that there is a line for “Other” programs not listed.  

The second section of this report is for “Large Group Events.”  Note that there are two types of large group events on which you are reporting:  One-time events and Event Series.  It is assumed that you can not always obtain accurate counts of participants.  First, identify the total number of one-time events and the number of series events and indicate that number in the first column.  Then, estimate the total number of participants among all of your one-time events and the total number of participants among all of your series events.  For example, if you have a series of events and have 22 in session one, 28 in session two, 24 in session three, and 26 in session four, you would report 100 participants.
Instructions for YSB Individual Report Form.  Use this sheet only if you want to record all of the information necessary for the summary sheets and you don’t have an individual data base that you already use for this purpose.  
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All of the information for a single client is recorded on one line of the record.   
· Last Name is before First Name on the sheet.  Do not use any punctuation unless it is part of the name.  Try to provide the individual’s full name, avoid using nicknames.  This name should match the name the individual gives when enrolling in school.
· DOB is formatted to record the date in a consistent format (MM/DD/YYYY).  

·  Record the School District and School code, using the state codes listed on the SDE website (http://www.csde.state.ct.us/public/csde/reports/reportsection.asp). School district codes are always three digits.  When recording school codes, do not repeat the three-digit district code.
· Age. Age is a dropdown menu.  Indicate the age group to which the client belongs.  Report each client’s age at the time of intake/registration for program year being reported.    

· Current Grade Level.  Current Grade Level is also a dropdown menu.  Be sure to use the grade of the client at the time they enter the program.  If it is a summer program and they are between grades, enter the grade into which they will enter in the fall.  There are options other than K-12 for participants with special circumstances (e.g., pre-k, college, adult education).
· Gender, Race and Ethnicity.  Gender provides three options:  Male, Female, and Transgender (new for PY2015).  Remember, record only one racial category.  If someone indicates more than one race (e.g., Asian and Black), you should enter “Multiracial” for that individual and record nothing in the rows for Asian or Black.  It is also worth noting that Ethnicity is separate from race so that whatever the client indicates under race, that client is either Hispanic or Not Hispanic.  Hispanic is a broad term that includes those from various Spanish-speaking cultures (even if they don’t speak Spanish).  
· Homeless.  This is a new category for PY2015.   All youth participants in PY2015 will have to have a category chosen.  Most will be “Not homeless.”  The next four categories are related to youth with a parent or guardian:  Homeless shelter, Doubled up/shared housing, Unsheltered, Hotel/motel.  Finally, the sixth category is “Unaccompanied youth” referring to a young person (under 18) that is on his or her own (no parent or guardian).
· Family Constellation.  As with race, choose only one category for each client.

· Referral by Source.  Record these categories using the dropdown menu.  In the referral section, if there is more than one agency or individual that is the source of referral, report only the primary referral source.
· Reason for referral and Services provided also have dropdown menus and have multiple columns so that you can record more than one reason for referral and more than one service if appropriate.  
Once you have entered all of the information for each individual, the percentages and summaries will be automatically recorded in the Tier 2 Summary sheet.  If your summaries are not working you may be using the wrong Excel template.  There were errors in previous versions that caused some summary categories to be incorrect.
While confidentiality for those receiving mental health services is paramount, it is important to accurately count the total number of youth served in your agency.   Those individuals receiving mental health services should be included in the Individual Report Form, since this is your record and is not shared with CSDE.  The summary sheets will include counts for mental health services without violating confidentiality.  When you have to copy over the Last Name, First Name, DOB, District Code, School Code and YSB Code to the last sheet that is sent to CSDE for the data match, you will need to sort this sheet so that you can easily exclude those individuals who are only receiving mental health services.  Those that are receiving mental health services and other services not protected by HIPPA confidentiality rules can be included in the matching data.  Those records where the first and only service is mental health should not be copied over to the Data Match sheet.  
Tier 2 Summary 

Instructions for the Tier 2 Summary Sheet.  The form is in the Excel spreadsheet, see picture of tabs below. 
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***If you are not using the Excel data base, you will need to manually enter all of the numbers in the summary sheets.

Instructions for Creating the Data Match File

The Data Match information is used to connect individual Tier 2 participant records with school data.   It needs to be sent separately from the rest of your report.  Before replacing the first and last names with XX or YY to de-identify the Tier 2 individual records prior to sending your full report to CSDE.  So, before you remove the last and names from your Tier 2 records follow the procedures outlined below.

First sort your file by Services Provided 1.  
1. Remember to highlight the whole sheet before sorting that ensures that the complete record sorts with the Services Provided 1 value.  
2. Use the left mouse button to click on any cell to remove the highlighting you initiated in order to do the sorting.  

3. Highlight all of the records (omitting clinical services only participants) over the first 5 columns

4. Copy the highlighted records

5. Left click on the CT Dep ED Match tab to open that sheet

6. Place the cursor on the far left cell row 3, column A

7. Click the paste button on the Excel menu bar

8. The content should now be in the cells in the appropriate columns and rows

9. Place the YSB code in the last column in the top row (the row with the first record of participant information).

10. Move the cursor with your mouse or touchpad to the lower right hand corner of the field into which you just placed your YSB code. (the cursor will change from a         to a     ).    

11. Click and hold the left mouse button down and drag the cursor straight down to the last row in which there is data.  The cells will probably fill with a series of numbers.

12. Go to the last row in which the series was created.  There will be a little dialogue box.  If you move your cursor over the box it will let you know it is “Auto Fill Options.”

13. Left click on the little down arrow on the right side of the box.

14. You will see a set of choices and buttons next to each choice.  Choose the one that says “Copy Cells”. 

15. Now, all of the cells will contain your YSB code.

16. Two Ways to Complete the Transfer of the Data Match

A. Method One

i. Open a new book in Excel (this is a new file)

ii. Copy the header rows and the data from the CT-ED data match tab

iii. Place your cursor in the top left cell of the sheet in the new file

iv. Paste the content of the CT Ed Data Match tab into the new sheet

v. When you have finished save the file that only contains the data match data with the name CT_ED_DATAMATCH_2014_(your YSBcode) for the current year’s file and CT_ED_DATAMATCH_2013 for the previous year’s file.
vi. Go back to your report and erase the data on the Data Match sheet 
vii. Go back to the Tier 2 Individual Records sheet and used the xx yy method to de-identify the records so that they can be sent as part of the report to CSDE (can be sent by email since it has been de-identified.)
viii. Follow the upload instructions (see below).

B.  Method Two

i. After you have completed copying the appropriate records into the Data Match sheet and added your YSB code, take the following steps:

ii. Place the cursor on the tab and right click on the tab itself

iii. You will get a dialogue box with several options

iv. Left click on the “Move or Copy” option

v. In the top dialogue box under “To Book,” left click on the arrow at the far right and choose (with left mouse button) “new book.”
vi. Left click on the Okay button (if you have succeeded, the whole of the Data Match sheet will be in its own new file (book).

vii. Name the file using the naming convention described above.

viii. Go back to your original file with the remainder of your report and save it.  It will no longer have the Data Match sheet in it.  

ix. Go back to the Tier 2 Individual Records sheet and used the xx yy method to de-identify the records so that they can be sent as part of the report to CSDE (can be sent by email since it has been de-identified.)

x. Follow the upload instructions (see below).

UPLOAD Instructions

The data match file, containing all individuals from Tier 2 (other than those subject to HIPPA regulations), is uploaded to a secure website (an ftp website).  The file should contain the following (note the order of these columns in the file is important):

Last name, First name, Date of Birth, School district code, School code, YSB code

Click on the following url, the secure website https://www.csde.state.ct.us/districts/secureupload/
Enter the User name: ysb 

Then enter the Password:  ysbdata13

Once you have entered the screen that says “Secure Upload/Demo School District,” you will see a dropdown that asks you to select the file category.  Click on the arrow and select “Youth Service Bureau.”  When you do that, another dropdown menu will appear allowing you to select your youth service bureau.  Once you have selected your YSB,   select the data match file one for PY2015 and click the upload button.  
Be sure to add my email address (bgoff@charteroakgroup.com) in the box provided so that I am notified that you have uploaded your data match file

17. Call Barry Goff at (860) 659-8743, (bgoff@charteroakgroup.com) if you try following these procedures a few times and can’t make it work.
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